AIMINISTRATIVE DIRECTIVE NO. _4.79
EFFECTIVE DATE: December 16, 1985

REVISION DATES; _Februarvy 8., 1991

SUBTECT: USE _OF INTOXTCANTS/DRUGS IN THE WORKPIACE

— To establish a basic poﬂicy, regarding use of intoxicants or drugs in
the workplace by employees of the City of San Antonio as such use
relates to the employee’s OF DUTY including a disciplinary table.

]
IT. RESPONSIBITITY: ' 1

- This policy applies to “AIL CITY EMPLOYEES.W Exceptions for appropriate
reasons may be made atfi the discretion of the City Manager, the
Assistant City Managers, or the City Department: Heads.

|
ITI. DEFINITIONS:

1

A. INTOXTCATION: aAny level of mental or physical impairment
resulting from the voluntary introduction of any alcoholic
beverage, controlled substance or drug of abuse into the body.

B. INTOXTCANT: Any alccholic beverage, controlled substance, or
drug, the introduction of vhich into the body, may influence
any mental or physical capacity. :

this time frame). When an employee is called back to
before ,or after his/her reqular tour of duty, it will be the
responsibility of the employee’s supervisor to detemmine if the
employee is intoxicated, to the degree where he/she can or
cannot perform the assigrment taking into consideration the
nature of the task and the enployee’s expertise.

IV. USE OF INTOXTCANTS: |

A, EMPIOYEES SHALI, NOT:

-l. At any time be intoxicated while on duty.

2. gusiy or possess any intoxicating substances during towr of
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3. Report for duty or retumn to duty exhibiting the odor of
intoxicants,! or any of the elements or appearance of
intoxication, EXCEPTION,| when an amployee is called badcto
duty before or after his;{her reqular tour of duty, it will -
be the responsibility | of the employee’s supervisor ta
determine if the employee is intoxicated, to the degree
where he/she can or cannot perform the assigrment taking

 into consideration the nature of the task and the
employee’s expertise. '

4. Carry any alccholic beverages or controlled substances for
personal use while in a City vehicle or in a privately
owned vehicle operated for City business.

B. CONTROIIFD SUBSTANCE: Employees shall neither possess, use,
nordistributeam‘rsubstanoeregulatedbytheoam?mm

| .

c. PRESCRIBED INTOXICANTS: An employee using a  prescribed
intoxicant shall notify his/her supervisor of the same. The
employee will be referred to the Occupational Health Clinic for
evaluation of all prescribed  intoxicants. Based on the
employee’s physician’s official stat .and recamendation of
the physicians|at the Occupational Health Clini¢, the
supervisor shall decide whether or not to allow the employee to
perform his/her reqular or assigned duty. If the employea is
unable to perfo: his/her ar or assigned duty, the
employee will be placed on his/her leave until they are
released and are able to perform their regqular or assigned
duties. Dependence on a prescribed intoxicant is not an excuse
for being unable to perform. | i -

V. REFERRAIS TO QCCUPATTIONAY, HEATTH CLINTC .
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In recognition of the financial burden ti
create, the city has structured its heal
treatment for alcchol and drug abuse.
also covered. The extent of coverage 3
according to the enployee’s choice of pla
change. The Risk Management staff o
available to explain details of each plarn

DISCTPLINARY ACTTON:

—

Health Clinic will

employee is found to
be dealt with in
A, If an
intoxi
tour of + the following di
minimum.  Department Heads may’
more severe action if circumstan

employee  is witnessed
cant in a City vehicle or
duty|

Employees who refer hxanselves for tre
not be subject to d
be% in violation of t
accordance with the tabl!

HE WORKPTACE

reatment: fdr substance abuse can

th insurance package to include
Enmployees who have an HMO are
ind the deductible amount. vary
ns, all of which are subject to
£ the Finance Department isg

atment through the Occupational
isciplinary action unless the
his directive. Violations will
e which follows:

on City property during his/her
sciplinary table applies as a
have the discretion to take on
ce warrants.,

1st Occasion - 16 hours Suspension (refer to Occupational

Health Clinic)

2nd Occasion - 40 hours suspension
O&Jc‘upati

visit to

(mandatory employee
onal Health Clinic)

3rd Occasion - 'I‘erm:inationl |

The same disciplinary table wil

= The odor of alcoh
= Blood shot: eyes
Slurred

Unsteady on feet

I
1 be followed at a minimum,

inion the
including

|
ol on bre?th

oyees during all
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JIf an employee is involved irn
the influence of intoxicants, 2

) At

Gedrge-K. Noe
Director of Management Services

2/10)1)
Date

THE WORKPTACE

1 a vehicle acrident while under
A police officer will be called.

i

i
i
i
t

City Manager




CITY OF SAN ANTONIO

EMPLOYEE ACKNOWLEDGMENT FORM
FOR

ADMINISTRATIVE DIRECTIVE 4.79
Use of Intoxicants/Drugs in the Workplace

Employee:

| acknowledge that on , 20 , | received a copy of
Administrative Directive 4.79, Use of Intoxicants/Drugs in the Workplace. |
understand if | should have any guestions | should contact my Human Resources
Generalist.

Employee Name (Print} Department

Employee Signature SAPID #



